RESOLUTION

BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF EL PASO:

That the Classification and Compensation Plan shall be amended, as
recommended by the Civil Service Commission. The class of Toll Collection Manager
is hereby revised as specified in the duties and responsibilities attached hereto. The
Code shall be 5258. The Grade shall be PM 77.

PASSED AND APPROVED this 25" day of May, 2004.

THE CITY OF EL PASO

Joe Wardy
Mayor
ATTEST:
Richarda Duffy Momsen
City Clerk
APPROVED AS TO FORM: APPROVED AS TO CONTENT:

Guadaiupe Cueilar %Hy /Bond

Deputy City Attorney an Resources Director

APPROVED BY THE CIVIL
SERVICE COMMISSION:

Date: May 13, 2004

By:

Secretary



#
ﬁﬁ’ Human Resources Department

MEMORANDUM
May 10, 2004
To:  Civil Service Commission '
Thru: Terry Bond, Human Resources Director M/
From: James Sienkiewicz, Classification and Compensation Manager &
Ana I. Sanchez, Personnel Analyst I] (39S
‘Re:  Revision of Job Specifications

Human Resources recommends Commission approval of.the job classification items listed below. See attached
proposed and strike-through versions of the speoiﬁcations_ R e,

TTLE . e - cope GRADE

A. OFFICIAL - Toll Collection Supervisor e 1537 . - GS 20
PROPOSED = Same o . Same . . GS2{
B. OFFICIAL " Toll Collection Superintendent .~ . 1838 . Gso7

PROPOSED Toll Colleotion‘Manager S <5258 "‘_V{PM 77

Revision of the fs‘ubject job olas’sses \'wa:s requested by.ithe Streets Dlrector HUmam,v.Reso'orcé\s found that the
responsibilit‘i‘es\a}nd‘duties for these job classes have evolved since the currfe‘n‘tfjo‘b classes were written.

A) As a result of the increased managerial accountabilty of the Superintendent, the Toll Collection

Supervisors ’hav,e»_assumved a more autonomous rolein day—to-day;,over'si_ght_.’of"'bridge operations,

' responsibilties  relating to Homeland Security

B) The Toll Collection Superintendent no ncompasses responsibilities for assisting department executives
with project management responsibilities of bridge and :parking meter issues which-entail professional
level research, presentation.and coordination duties. Additionally, the position has assumed second level
supervision of the parking: meter section.‘,The,{minimum,"qualiﬁcation’s of the position-were modified to
increase the required experience by one (1) year and to require the equivalency of a Bachelor's Degree.

A title change for the Superi}nten_d}ent position has been proposed. jo

The attached proposed job specifications. summarizing the - primary duties, responsibilities, minimum

This recommendation is being made p‘urs'Llant_\ to;,‘_ . : TN
Civil Service Rule 4, Classification, Section 4(a). Raclassification of Positions:

“The Commission or the Human Resources Director may investigate of its own accord or upon the
request of a department head, any change in the duties and responsibilities of a position from those
upon which it was originally classified. If it is found that the duties and responsibilities of the position
have changed so significantly that the former classification is a Substantially inaccurate description of
the current duties and responsibilities, the Commission will request the Mayor to direct the Human
Resources Director to place the position in its proper class and grade.



Human Resources Department

MEMORANDUM

and employees concerned wijl have an opportunity to be heard before the revised class is approved
and to appeal to the Commission in accordance with Article VI, Section 6.13-4 of the Charter.”

Attachments




CITY OF EL PASO - JOB SPECIFICATION 5258 PM 77
Professional and Managerial Branch TOLL COLLECTION MANAGER

Fiscal and Financial Group
Revenue Collection Management Series

03/04 (AlS)

General Purpose

Under direction, manage coordination of toll bridge collection and parklng meter operations through subordinate
supervisors.

Typical Duties

Plan, organize, implement, direct, and assess toll bridge and parking meter division operatlons mcludmg contractor
services such as equipment maintenance, janitorial, security and armored car pickup. Involves Review collection
practices, and develop and establish procedures and poiicies. Formulate and set goais and cbjectlves determine
work distribution, and monitor progress. Review and evaluate service and control delivery methods and systems.
Integrate functions with those of other organizations to ensure administrative, accounting and audit requirements are
satisfied. Regulate oversight of posting of toll and meter collections, ad;ustmé or cancellation of incorrect
transactions, reconciliation of receipt shortages and overages, and compilation an 1} tenance of related periodic
financial records and reports. Collaborate with national, regional and local law enforcement agencies to oversee
compliance with mandated security measures. Comply with and enforce‘ safety r ~at|ons‘mclud|ng hazardous
materials handling procedures. Inspect and schedule maintenance and repai ‘ ”ooth‘” bridge approaches,
lane marking, computer systems, parking meters, video security and. hghtl eetings and make
presentations. Oversee contractor services, including equnpmen\t“vmamtena ty and armored car

pickup.

. meter systems. Involves:
public services. Evaluate and

develop feaszbmty and impact of revising pohc;y” énd i
adjustments to toll and parking meter fees. Pt: ez:t cost

fermatlon and respond to customer
ne, oricorrespondence Assist employees in dealing

complalnts andi lnqumes on‘
‘with hostile or dlstraught pe,.v

Supervise assigned é§qpervr;

standards regardin
Recommend hiring,.

aSSigl_leu for immediate buperwsot or coworkers ourlng

temporary absences quai"fed : fspecnfc dut;es and responsibilities essential to maintaining continuity
PrO\{idQ;p; s assigned. Serve on ad hoc committees. Order supplies, materials

Considerable k" wiedg“ of boakkeepmg, auditing, internal control and cash handling practices and procedures.

¢ Considerable knfowledg >of office procedures, Mexican currency and exchange rate, bank deposit preparation
and reconcmatlen pTocedures

« Good knowledge of

o Good knowledge o automated toll and parking meter systems.

k\pervusory techniques.

e Some knowledge of coin operated equipment.

o Ability to use automated accounting methods to comply with department and City policies and statutory
requirements.



CITY OF EL PASO - JOB SPECIFICATION 5258 PM 77

 Ability to impartially and firmly exercise delegated supervisory authority and enforce personnel rules.

» Ability to maintain effective working relationships with City empioyees, officials, governmental agencies,
contractors, and the public, including irate individuals.

e Ability to conduct research, evaluate findings and make recommendations.
s Ability to prepare reports and maintain financial records.

¢ Ability to accurately and quickly calculate figures and amounts such as proportions, percentages and currency
exchange rates.

o Ability to express oneself persuasively, clearly and concisely, orally and in wr|t|ng to prepare proposals and
make presentations. . .

¢ Skill in operation and care of computer terminal, personal computer, coin sgrters and counters and generic
business productivity and specialized toll collection and accounting software. ‘

Other Job Characteristics
¢ Occasional exposure to automotive exhaust fumes.
o Occasional exposure to adverse weather conditions.

e Occasional lifting and carrying of heavy weight objects (u

Minimum Qualifications

or cashiering.
N | Cerif .
e Texas Class “C” Driver's License T
S . [ B . .‘ 4
e Must be bondabie
«  Subject to 24-hair ¢

Human Resources Director Departmeht Head




CITY OF EL PASO - JOB SPECIFICATION 52581 PM53% 65 1727
Clericatand-Sffice-Professional and Managerial Branch TOLL COLLECTION‘.MANAGERSHPERW:FENBEN-?

Eiscal and Financial Group

Revenue Caliection Manaoement@ﬁi@&Suﬂervistﬂ Series 0368/9104 (AlS)

SummaryGeneral Purpose

Under direction, stipervises-manage ane-coordinatesian ofthe toll bridge collection
through subordinate supervisars aetivit '

:pagn ok 1N Do PN P I -
- MEHUTT S TeEatedauutes dSTTE

Typical Duties

Plans, arganize implement direct assigns—and Assess v
cottectiondivision_operations including contractor services such a:
armared car pickup_ Involves: i ity: Réview
procedures and policies Formulate and set goals and ohjecti
Review and evaluate service and eontrol delivery -me
organizations to_ensure administrative accaunting a
posting of toll and meter collections adjustment o
shortages and qverages.__and compilatig
collections d;a\_.lcyank.;:a anc pludUL &

and-systems=—hi

e-prblie—involves—Review-incident
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d‘purchase requisitions. Recommend and justify equipment purchases
equisitions and ‘specifications for equipment_machines,_parts and supplies,

complaints from puhlic officials_other depariments or the public Involves: Review incident
L logs and receipts Research and pravide accurate information and respond o customer
complaints and inquiries on various issues ejther in person. by phone or correspondence. Assist employees in dealing

Supervise a’s};i ned —supervisory hon-supervisory assigned—subordinate—and cantract personneistaff involves:
Schedule  assign, guide and check wark Appraise _employee performance and review evaluation reports of
subardinate supervisors Engage in or arrange for employee training and development Enfarce persannel rules and
regulations, department palicies and wark standards regarding attendance and conduct Counsel, motivate_and
maintain harmony Interview applicants Recommend hiring. termination _ transfers discipline__merit pay or ather
employee status changes

ORDINANCEG10784-44/26/4004




CITY OF EL PASO - JOB SPECIFICATION 52581 PM538 65 7727
make_pcesen.taﬂnns_aébéﬁty to mvummu ricate UIdHy both—ir Eﬁy“aﬁ andS Spantshis UCDHGLJ!CQLL\.L_LLI
"
Skill_in _operation_and care of computer ferminal personal computer, coin soters and counters. and generic
business productivity and specialized toll CoHectlon and accounting software
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« _Qccasional Fexposure to automotive exhaust fumes:.
«_-Occasjonal exposure to adverse st-weather conditions_:

Qceasional lifting and carrying of -heavy weight objects (up to 46-to-756 poun"(

Education and Experience: Equivalent tq an ac
Adminijstration hlgh sehoot-ar-Generat-£ Faveatt ‘

and-eommerciat-subiests or related field plus s
tunetion:

————Department Head

e \B !d?l\d&uh. W 7 44+ /‘l .99—1-



